Change Benefits

Parkland Qualifying Life Events Job Aid

Purpose: This job aid provides instructions for the employees on how to modify benefits in Workday due to
qualifying life events.

We'll begin by defining what qualifies as a life event, then guide you through the steps to access the Benefits
application and make the necessary changes, including any required documentation. Effectively managing your
benefits ensures a smooth transition through life's changes.

Qualifying Life Event (QLE)

Events such as a recent marriage, birth/adoption of a child, or even an address change are qualifying life events
that allow for new benefit elections. A benefit event enables employees to add or modify benefit elections, plans,
and coverage levels.

BENEFITS AND PAY HUB

1. From the login page, select MENU (Global Navigation).
2. From the Menu tab.
3. Under the Personal section, click the Benefits and Pay.

X
Menu Shortcuts

s

: {1 Home

1

: Organization ~
I

: Jobs Hub

1

A 2 Personal ~

Manage Absence

Talent and Performance

4. The Benefits and Pay page displays.
5. The sidebar houses five sections.
e Qverview
e Benefits
o Pay
e Compensation
e Suggested Links
6. Click the Benefits section, which expands housing into four sub-sections.
e Benefit Elections
e Benefits by Date
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e Dependents
e Beneficiaries
7. Click Benefit Elections to view your benefits.

CHANGE BENEFITS FOR QLE

1. Click the Change Benefits button to submit a life event, located on the Benefit Elections page.

= MEnu Bl parkiand Q search [®] IP a ‘E
@ Benefits and Pay |« Benefit Elections Al
My Biweekly Totals

95 overview
MyCost §207.28  Employer Cost  $780.45

Benefits by Date 1
Health Care

I ©  Benefits ~

Benefit Elections

<

Dependents
Beneficlaries Medical Dental o0 Vision
Cigna PPO Cigna DPPO MetLife
(B Pay v
Cost per paycheck $157.02 Cost per paycheck $3639 Cost per paycheck $6.44

[E] compensation v
Coverage Employee + Spouse Coverage Employee + Spouse Coverage Employee + Spouse

<»  Suggested Links ~

Parkland Benefits ]

Insurance and Retirement

g' Basic Life g‘ Supplemental Term Life g' Supplemental Spouse Term Life
= Securian Financial 1.5X Salary (Employee) = Securian Financial 0.5X to 8X (Employee) =y _Securian Financial $1,000 to $100,000 (Spouse)

O TIP: An alternative way to access Change Benefits is to go to in the Search Bar, enter Change
= Benefits, and select the Change Benefits task from the drop-down menu.

2. The Change Benefits page displays.
3. From the required Change Reason drop-down list. Select the purpose for the QLE.

e Birth/Adoption of Child

e Dependent Child Gains Other Coverage

e Dependent Child Loses Other Coverage

e Employee Gains Other Coverage

e Employee Loses Other Coverage

e Marriage

e Spouse Gains Other Coverage

e Spouse Loses Other Coverage
4. Click the Calendar icon to enter the Benefit Event Date in which the change occurred.
Attach the required documents, if applicable, by clicking the Select Files button or by dragging and
dropping your files in the Attachments section.
6. Once selected, click the Submit button.

v
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TIP
O e Read the Instructions noted to the right of the screen. On all reoccuring pages
= instructions will display. Review them to assist you in submittance of your benefit

elections.

e After uploading the first document, clicking Upload will prompt you to select additional
files if needed.

e If arequired document is not uploaded, the system will notify you of the missing
documents and prevent further progress until they are provided.

e You can also upload documents that are not required for the process, providing
additional information, if necessary.

Change Benefits R X
Nanda Employee ir
Change Reason *‘ Birth / Adoption of Child VW © Instructions
) Select the appropriate benefit event in the Change Reason field and enter the date the change occurred.
Date of Birth or Adoption * I 10/17/2025 Some changes may not be backdated, and others must be entered within 31 days of the event. Keep in mind

benefit premiums will retroactively deduct based on the effective date of the change benefits event.

Submit Elections By 11/16/2025 Most qualfying for the document event If you do ot
have documentation at this time, you may proceed but you will need to subit that documentation within 31 days. See below for alist of
f bout the beneit plans or donot i

Benefts Offered  Accidental Death and Dismemberment (ADSD) ifyou
contact the Office of Talent Management at 46-419-3000.

Note! se, update your

ion, select

death. Retur
Dependents and then Edit

‘Supporting Documentation Required by event fype:
. 0 - Death Certificate

Attachments . .
> Empioveeor Coverage - Proof L0ss of Coverage

Drop files here

Select files 5

7. You have submitted. Up Next: Change Benefits Elections pop-up displays. Click the Open blue button
to launch the Change Benefits Elections page.

= menvv  Efackland Q search [®)] @ [S] 'm

i x
Benefit Elections L, In]
Benefits and Pa) - .
@ v ! You have submitted
My Biweekly Totals Up Next: Nanda Employee | Change Benefit Elections
88 Overview View Details
MyCost $207.28  Employer|
R T pe— - =
Benefit Elections v Change Benefits (
Benefits by Date
Health Care
Dependents
Beneficlaries Medical Dental ©0 Vision
Cigna PPO Cigna DPPO MetLife
B Pay v
Cost per paycheck $157.02 Cost per paycheck $36.39 Cost per paycheck $6.44
[E] compensation v
Coverage Employee + Spouse Coverage Employee + Spouse Coverage Employee + Spouse
. Dependents 1 Dependents 1 Dependents 1
<  Suggested Links ~
Parkland Benefits 2]
View Details View Details View Details

Insurance and Retirement

g' Basic Life g' Supplemental Term Life g‘ Supplemental Spouse Term Life
=)  securian Financia 115X Salary (Employee) =  securian Financial 105X to 8X (Employee) =) securian Financia 1$1,000 to $100,000 (Spouse)

8. From the Change Benefits Elections review the message and proceed to click the Let’s Get Started
button.
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o@anm

= MENU

ElParkiand

Q  search

Change Benefit Elections

Click the Let's Get Started button below to start enrolling in benefits.
When you reach the enrollment page, click each tile to Enroll, Manage or View the benefit options available.

nsure you review each tile for all the benefit options available to you. When you are done with your elections, click the Review and Sign button to review your final elections and complete the Electronic Signature. Scroll down the page and review any

Note! If you are adding a dependent you will be required to submit documentation to prove your relationship to your dependents, including marriage certificates, birth certificates and ta
dependent eligibilty verification to your home address currently on file at Parkland.

X returns. Amwins, the dependent eligibility center, will mail a request for

Initiated On 10/16/2025

Submit Elections By 11/10/2025

Lets Get Started
8

TIP:
O e The Change Benefit Elections screen opens. Click the Let’s Get Started button.
= e You can also navigate to your My Tasks inbox and locate this task.

e The Benefit Election Enroliment page will display. From here, you can manage your
current benefit elections or enroll in new benefit plans.

e \When done with your elections, click the Review and Sign button to review final
elections and complet the Electronic Signature.

e Enrollment Instructions: You have 31 days from your event date to complete the
enrollment.

CHANGE BENEFITS ELECTIONS

1. The Enrollment Instructions are displayed at the top of the screen.
2. Click on the tiles that display Manager or Enroll hyperlink to make the changes.

= MENU Q search

Wrerkiand

Spouse Loses Other Coverage

Projected Total Cost Per Paycheck
$199.85

~ Enrollment Instructions

iment deadline. Once you click submit, your benefit choices wil be sent to the Benefits department for processing. Once your

Health Care and Accounts

P Accident Insurance
=) Walved

P Hospital Indemnity
= waived

P Critical lliness
=) waived

Medical Tobacco User Surcharge Spouse Medical Coverage Dental 00 Vision
Cigna PO Waived @ Verification Cigna DPPO Metlife
Waived
Cost per paycheck $157.02 Cost per paycheck $36.39 Cost per paycheck $6.44
Coverage Employee + Spouse Coverage Employee + Spouse Coverage Employee + Spouse
Dependents. 1 Dependents. 1 Dependents 1
Manage = Enroll ey Enroll Manage Manage

== Health Savings Account
Waived

== Healthcare FSA
Waived
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3. The benefits type page will be displayed under the Plan Available.

TIP: Health Care Instructions expands displaying general insturctions to assist in the completion
of plans via the access of the Parkland Employee Health Plan (PEHP).

i)

4. In the Selection column, click the radio button next to one of the options.

e Select
e Waive (To opt out of the benefit)

5. Click the Confirm and Continue button to proceed to the Plans Available section of your benefits
election.

O TIP:

= e The Benefits plan will be noted as updated. Approval by the Benefit Partner may be
required for enrollment to be finalized.

_
Projected Total Cost Per Paycheck
$199.85

Plans Available ._9 * Health Care Instructions
Select a plan or Waive to opt out of Medical. The displayed cost of waived plans assumes coverage for Employee + Spouse. General Instructions
=@ button next: like to enroll in and Confirm and Continue. You can enroll dependents on
ption y P
Senettan L coccton P — the next page. When you are done, Save. If you do not wish to make any changes, Cancel.
it W 'd Employee Health Plan (PEHP) imr iately upon hire.
ciga o 13538 s
(O select
O Waie
GignaPPo 15702 oo
O select
v
T - ‘The High Dec ive Health Plan (HDHP) or HDHP with Health it (HSA) isa plan and must
m You cannot be enrolld n another mecical plan, e, Fesibl Spending

begins to pay,
Tricare, nor a spouse's employer plan.

et [
a : ‘Account (FSA), Medicare, o & Spouse’s e
iy yi during the year, you may medical salary ti il igher pi

e, Workers Compensation, Personal, Educational an
ed will be deducted within the 1t:3rd paycheck as

5

Confirm and Continue ( cancel

6. The coverage page displays.

O TIP: For detailed steps to when adding or editing a dependensee Manage Dependents Job Aid.

7. From the grid, the Select box will be unchecked. Apply check all applicable check boxes.
8. Click the Save button to move forward.
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x
Medical na HDHP

Projected Total Cost Per Paycheck
$4283

Dependents ~ Health Care Instructions
'Add a new dependent or select an existing dependent from the st below. General Instructions
Coverage + Employee Only Choose the Select button next to the Medical option you would like to enroll in and Confirm and Continue. You can enroll dependents on

the next page. When you are done, Save. If you do not wish to make any changes, Cancel.

Plan cost per paycheck
You and your eligible dependents can particpate inthe Parkland Employee Health Plan (PEHP) immediately upon hire. You can choose
between the Preferred Provider Organization (PPO) with Cigna's Open Access Plus Network or High Deductble Health Plan (HDHP) with a

Health Savings Account (HSA). The HDHP with HSA is a high deductible plan and the deductibie must be met before the plan begins to pay
excluding preventive care. You cannot be enrolled in another medical plan, Le., lexible Spending Account (FSA), Medicare, Tricare, nor a

‘spouse’s employer plan. Both plans have three coverage tiers- you can see a doctor n any tier. Please visit the Parkland Benefits website

. =, formorinfomation
4 nhitps://parkiandbenefits org/benefits/medical,
Select Dependent Relationship Date ofBith
- The High Deductive Health Plan (HDHE) or HDHP with Account (HSA)Is a plan and the deductible must be
O Pipez Gitupy Sposse ovoerises met before the plan begins to pay, excluding preventative care. You cannot be enrolled in another medical plan, ie. Flexible Spending
v Account (FSa), Medicare, Tricare, nor a spouse's employer plan.
1 your the year, you may will p
Benefits while on LOA:
While you are on a Leave of Absence, which includes FMLA with continuous leave,
Miltary leave, you will be responsible for any benefit deductions. The total amount owed will be deducted within the 15t:3rd paycheck as
wellas subsequent paycheck if necessary once you return from Leave of Absence.
Maternity Leave:
8 1f you are going on a maternity leave, you must add your newborn to the health plan within 31 days. Ifyou fai to add your newborn within

this time, you must wat until the next open enrollment to add your dependent. Coverage will be effective January 1st of the following year E

Number. Enter their Social Security Number (SSN) or Reason SSN is Not Available if you don't

O TIP: You have dependents covered under your health care plan without a Social Security
4 have access to their number at this time.

9. The coverage page displays all appliable benefits tiles.
10. Manage or Enroll in applicable benefit tiles.
11. Complete your enrollment by clicking the Review and Sign button.

= venu | [ vackland Q search 0O J:P é @’

pouse Loses Other Coverage og

Projected Total Cost Per Paycheck
$130.99

v Enrollment Instructions

You have 31 days from the date of your status change/life event to enroll and/or change your benefits. Do not submit your benefit choices until you have completed your enrollment.

‘You may store your choices by selecting ‘Save for Later’ and return to this task in your Workday My Tasks inbox as many times as you would like up to your enroliment deadline. Once you click submit,
your benefit choices will be sent to the Benefits department for pr ing. Once your enroliment is p , the only time you can change your benefit choices is during Open Enrollment or if you
have a qualified family status change

Health Care and Accounts

UPDATED REVIEWED REVIEWED
@ Medical @ Tobacco User Surcharge Spouse Medical Coverage
Cigna HDHP Waived Verification
Waived
Cost per paycheck $111.50
Coverage Employee + Child(ren)
Dependents 1

Review and Sign Save for Later

TIP: Pop-up displays Your Medical changes have been updated, but not submitted
Next steps: Update another plan or click Review and Sign once you're ready to submit your
changes.
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12.The View Summary page displays all
a. Selected Benefits
b. Waived Benefits
c. Total Benefits Costs

= —

Projected Total Cost Per Paycheck
$130.99

y and scroll o review any wellas.

the Total Benefits Cost - both P ibution and y I your elections

¥ Insurability, you will be required to submit aditional documentation
for your elections to be approved.

slectd Benets s -—a @

Plan Coverage Begin Date DeductionBeginDate | Coverage Dependents Benefiiaries cost
Medical 10/06/2025 100672025 Empoyee + Cni(ren) Teno Employee s111.50
Clgna HOHP

Dental 10/06/2025 1000672025 Employee + Crif(ren) Teno Empioyee $1205
Cigna DHMO

Vision a3vo1/2022 ayo1/2022 Employee + Spouse Pipez Gikupy seas
MetLite

Supplemental Term Life aar23/2022 a323/2022 3xsalay Pipez Ckupy Incluced

Securian Financial 0.5 to 8X (Employee)

woves
,,,,,, .

Tt Benft ost 1tem ._e
o0 099 | 13038

O TIP: You can also click the Save for Later button at the bottom of the Open Enrollment page to
= complete your benefit elections later.
-4

9. From the Attachment section click the Select files button to add any supporting documents.
10. Scroll down to the Electronic Signature section.

11. Click the I Accept checkbox.

12. Click the Submit button to complete and submit your benefit elections.
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Projected Total Cost Per Paycheck
130,99

Review yo o y Total Benefits Cost - both d your cost. If your electi insurability, you will be required to submit additional documentation
for your elections to be approved.

Attachments '—@

Drop files here

selectfles
Electronic Signature .—a

Legal Notice: Please Read

Your name and Password are considered your “Electronic Signature” and will serve as your confirmation of the accuracy of the information being submitted. When you check the "I Agree" checkbox, you are certifying that;

. approve asindicated ab Vouherenyaumnmmecumpanymaeamvomyourezmmgsmezmoumuwourpmwums momevcunmnumnsmam for the benefit options elected above.

L Sosundersandond acknowledge that under the Internal Revenue Code regulations rules, you may not change your benefit calendar year unless in status

* You understand that you will not pay income tax o FICA tax on my medical,dental, vision, and Flexible Spending Account contributions, These bonetis e e hrough i Fodble Benfts plan on pe ot basis

= Company-provided life insurance that exceeds §50,000 may be subject to imputed income.

- Eachyeardurng theannulevolment perod you il hvethe option o change certancorerages whether f o you avenad  ualified chenge  ttusevet durngth clendaryer

« 1f you decline medical insurance enrollment for yourself or your dependents, including your spouse, b of oth jou may in the future be able to enroll yourself or your dependents in this plan, provided you request enrollment within 31 days
afteryour thercoveroge ands. I adito ifou hove a new spouse o depencent a  edul ofmarriage, 5t o adopion, you moy b ablet eolyoutsef,your spousc and yout depndents,povidedyou request evalment within 31 doys fter the martioge, Bifthor
adoption

8y submitting your benefit choices, you are authorizing Parkland to take deductions from your paycheck to pay for your benefit costs. You are also authorizing Parkland to send necessary personal information to your selected providers to intiate and support your coverage.

MetLife Company Enroliment
1 understand and agree to apply for insurance through this electronic process. | agree to submit my Envollment to MetLife Company through this electronic process. | all of my existing ife and believe this
‘appropriate for my insurance needs. | further understand that | can contact MetLife at 1-800-GET-METS regarding my individual policy and for assistance in evaluating the suitabilty of my insurance coverage.

1 understand that no insurance will be in effective unless | am actively at work on the effective date of coverage, and until my application is approved and the necessary premium is paid. If | am not actively at worker on the effective date of coverage, coverage will become effective on
the date | eturn to an active work status,

1 understand and agree that the coverage | am applying for may have 1 authorize the Group deduct the appropr amount from pay period to pay MetLife Insurance Company the required premium for my
insurance.

‘Any person who knowingly presents a fraudulent claim for the payment of a loss s guilty of a crime and may be subject to fines and confinement in state prison

\accept [ .—@

enter your comment

®

Process History

Nanda Employee
Change Benefits for Life Event- Awaiting Action

13. The Submitted screen confirms that your benefits election has been submitted. You can click View
<Year> Benefits Statement to print a copy of your election for the benefit life event.
14. Click the Done button to return to the Workday Homepage.

= MENU Bl rarkland Q Search [®) I:P é B‘

Submitted

You've submitted your elections.

View 2025 Benefits Statement
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@ If you need additional support, please email Learning@phhs.org
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